
A planning permit is 
often the first and most 
important permit when 
starting or expanding a 
business, as it’s a ‘make 
or break’ decision. 
Applying for a planning 
permit is done on your 
local council website.

WHAT ARE SOME COMMON CONDITIONS OF PERMIT?

Before you apply, you may wish to have a pre-application meeting with 
your local Council. They can advise:

•     Whether or not your proposal actually needs a permit.

•     If your proposal is prohibited.

•     What additional information you need to supply with your application.

•     How your application will be processed.

•     Whether your application is eligible for VicSmart, a simplified 
application process.

WHAT SORT OF PERMIT AM I APPLYING FOR?

A planning permit may be required for multiple reasons, known as 
‘permit triggers’, or just one, depending on the proposal. For example, 
you may need a permit to change the use of a building, or to construct 
or modify a building.

Here are the common ‘permit triggers’ associated with small  
business applications:

•     Change of use – when you want to operate a business that uses the 
land for a different reason to its current or previous use, e.g. operate  
a shop in what was previously a warehouse. Planning permit for 
liquor also fall into the ‘change of use’ category.

•     Buildings and works – when you want to change the building or 
excavate land.

•     Advertising signs – e.g. business signage.

•     Reduction in car parking – there are guidelines for how many  
car parking spaces you need, so you’ll need to make a case  
for an exemption if you don’t meet these.
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WHAT INFORMATION DO I  
NEED FOR MY APPLICATION?

You will need to submit the following information online during your 
application:

•     Application form – this is on your local Council’s website. Note: if you 
are not the owner of the land you need to declare that the owner has 
been notified.

•     Certificate of Title – not less than 3 months old. This can be 
purchased from Landata Vic. Go to https://www.landata.vic.gov.
au and select Title and Property Information, then select Register 
Search Statement (Copy of Title).

•     Planning fee – the amount will be shown on the Council website

•     Written submission or planning report – this should explain your 
proposal and provide details about your business, like the proposed 
number of employees, hours of operation, patron capacity (by 
square metres or seating) and car parking. It assesses the proposal 
against relevant planning policies and requirements and justifies why 
a permit should be granted. You may wish to consider engaging a 
planning consultant to help prepare the planning report, especially if 
the proposal is complex.

•     Expert reports – these are technical reports that Council may require 
to form a decision. For example, cumulative amenity impact report, 
acoustic report or car parking/traffic assessment.

•     Site and elevation plans – these should be prepared by a suitably 
qualified architect or draftsman, and drawn to scale. They should 
also clearly depict:

 •     Any existing and new buildings.

 •     Finished floor levels.

 •     Site levels.

 •     Setbacks from all boundaries.

 •     Wall and overall building heights taken from natural ground 
level at the building line as well at the boundary line.

 •     Car parking and accessway design.

 •     Proposed earthworks/areas of cut and fill along with 
retaining walls.

HOW DO I APPLY?

Planning permit applications are all done online, through your local 
council website. If you’re unsure which council is responsible for your 
property, visit knowyourcouncil.vic.gov.au/councils
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Certificate of Title

Office Use Only

VicSmart?  YES  NO

Specify class of VicSmart application:

Application No.: Date Lodged: / /

Application for a Planning Permit
If you need help to complete this form, read MORE INFORMATION at the back of this form.

Any material submitted with this application, including plans and personal information, will be made
available for public viewing, including electronically, and copies may be made for interested parties for
the purpose of enabling consideration and review as part of a planning process under the Planning
and Environment Act 1987. If you have any concerns, please contact Council’s planning department.

Questions marked with an asterisk (*) must be completed.

If the space provided on the form is insufficient, attach a separate sheet.

Click for further information.i

Formal Land Description *
Complete either A or B.

This information can be found on 
the certificate of title.

If this application relates to more than one 
address, attach a separate sheet setting out 
any additional property details.

The Land i

Address of the land. Complete the Street Address and one of the Formal Land Descriptions.

Postcode:Suburb/Locality:

Street Address *
St. No.:Unit No.: St. Name:

Lot No.: No.:A

OR

B Crown Allotment No.: Section No.:

Parish/Township Name:

Lodged Plan Title Plan Plan of Subdivision

Application for a Planning Permit  |  Combined Page 1

Application Type
Is this a VicSmart application?*

   No Yes
If yes, please specify which  
VicSmart class or classes: ...................................................................................................................................

Classes of VicSmart application are listed in zones, overlays , particular provisions and 
the schedule to Clause 59.15

Has there been a  
pre-application meeting 
with a Council planning 
officer?

 No Yes If ‘Yes’, with whom?:

Date: day / month / year

Pre-application Meeting

Planning Enquiries 
Phone: (03) 5722 0888 
Web: www.wangaratta.vic.gov.au

Application Form

Planning Report

Site and Elevation Plans

PLANNING REPORT
1 Smith St, Wangaratta

1 JANUARY 2024



APPLICATION PROCESS

The steps involved in applying for a planning permit can vary depending on whether more information  
is required or there are objections to your application. Unless you’re using VicSmart, which is for  
straightforward applications, the steps are:
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Pre-application 
Assessment

Preliminary 
Assessment

You respond  
to the request

Objections

Lodge Application

Council may request 
more information

Advertising  
your application

Permit granted 
or refused

As a general rule of thumb, allow a few 
months to gain planning approval – but 
contact your Council to find out what  
their current timeframes are like.

FIND OUT MORE
For more information about the 
application process, refer to 
the Council Guidelines for your 
business, e.g. Council Guidelines 
for Hospitality Businesses.


